MOVE THROUGH DATA 



You can move 
through the data 
in a table to 
review and edit 
information. 



If a table contains 
a lot of data, your 
computer screen 
may not be able 
to display all the 
data at once. You 
can scroll through 
records and fields 
to display data 
that does not 
appear on your 
screen. 


MOVE THROUGH DATA 
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MOVE T HROUGH RECORD'S 

1 Click any cell in the 
record you want to make 
the current record. 


i 


An arrow (►) appears 
beside the current record. 

This area displays the 
number of the current 
record and the total number 
of records in the table. 



0 To move through the 
records, click one of the 
following buttons. 

LI First record 
* Previous record 
CD Next record 
►i Last record 


To quickly move to a 
specific record, double-click 
this area and then type the 
number of the record you 
want to display. Then press 
the Enter key. 
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How do I use my keyboard to move through 
data in a table? 


To Move: 

Press on Keyboard: 

Up one screen of records 


Page 1 

Up j 


Down one screen of records 


F Page! 

V Down I 


To the next field in the current record 


Tab 


Up one record in the same field 


□ 


Down one record in the same field 


LI 




■ To quickly scroll to any 
record, drag the scroll box 
along the scroll bar until 
a yellow box displays the 
number of the record you 
want to view. 


SCROLL THROUGH RECORDS 

Q To scroll one record at 
a time, click or 

Note: You cannot scroll through 
records If all the records appear 
on your screen. 



scroll through fields I To quickly scroll to 


I El To scroll one field at 
a time, click or 

Note: You cannot scroll through 
fields if all the fields appear on 


any field, drag the scroll 
box along the scroll bar 
until the field you want 
to view appears. 


your screen. 














































SELECT DATA 


Before performing 
many tasks in a table, 
you must select the 
data you want to work 
with. Selected data 
appears highlighted 
on your screen. 



SELECT DATA 
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SELECT A FIELD _ 

D Position the mouse 
over the name of the 
field you want to select 
(I changes to 4 ) and 
then click to select the 
field. 


To select multiple fields, 
position the mouse over 
the name of the first field 
(! changes to 4 ). Then 
drag the mouse 4 until 
you highlight all the fields 
you want to select. 


SELECT A RECORD 

Q Position the mouse 
over the area to the left 
of the record you want to 
select (j changes to ) 
and then click to select 
the record. 


To select multiple records, 
position the mouse over 
the area to the left of the first 
record (I changes to ^ ). 
Then drag the mouse ^ until 
you highlight all the records 
you want to select. 
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How do I deselect data? 



Tip 

Hi 


How do I select all the information 
in a table? 



■ To select all the information in a 
table, click the blank area (. ) to 

the left of the field names. 


Tip 



To deselect data, click anywhere 
in the table. 



Order Details: Table 
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SELECT A CELL 

D Position the mouse 
over the left edge of the 
cell you want to select 
(I changes to and 
then click to select the cell 


To select multiple cells, 
position the mouse over 
the left edge of the first cell 
( changes to O )• Then 
drag the mouse - until 
you highlight all the cells 
you want to select. 


SELECT DATA IN A CELL 

Position the mouse 
over the left edge of the data 
and then drag the mouse 
until you highlight all the 
data you want to select. 


To quickly select 
a word, double-click 
the word. 
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EDIT DATA 


You can edit 
the data in 
a table to 
correct a 
mistake or 
update the 
data. 



Access 
automatically 
saves the 
changes you 
make to the 
data in a table, 


EDIT DATA 




INSERT DATA 

□ Click the location in 
the cell where you want 
to insert data. 

A flashing insertion 
point appears in the cell, 
indicating where the data 
you type will appear. 


Note: You can press the +* 
or -*■ key to move the 
insertion point. 

E3 Type the data you 
want to insert. 


DELETE DATA 

D| Drag the mouse 
over the data you want 
to delete to highlight the 
data. 

0 Press the Delete key 
to delete the highlighted 
data. 


Note: To delete a single character, 
click the location where you want to 
delete the character To remove the 
character to the left of the insertion 
point, press the h Backspace key. 

To remove the character to the right 
of the insertion point, press 
the Delete key. 
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Tip 

t 


What are the symbols that appear 
to the left of the records in a table? 


► 

j 

\i/ 


Tip 

f 


This is the current 
record. 


You are editing this 
record. 


You can enter data for 
a new record here. 


Why can't I edit the data in a cell? 

You may be trying to edit data in a field that 
has the AutoNumber data type. A field that 
has the AutoNumber data type automatically 
numbers each record for you to uniquely 
identify each record. For more information 
on data types, see page 83. 
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REPLACE ALL DATA IN A CELL 

J Position the mouse 
over the left edge of the 
cell containing the data you 
want to replace with new 
data (. changes to - j ) 
and then click to select 
the cell. 


The cell is highlighted. 


El Type the new data 
and then press the 

Enter key. 


UNDO CHANGES 


51 Click m to immediately 
undo your most recent 
change. 










































































D Click the cell you 
want to zoom into. 


0 Press and hold down 
the shift key as you 
press the F 2 key. 


■ The Zoom dialog box 
appears. 

This area displays all 
the data in the cell. You 
can review and edit the 
data. To edit data, see 
page 56. 


When you finish 
reviewing and editing 
the data, click OK to 
close the dialog box. 

The table will display 
any changes you made 
to the data. 
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Edit 

Tables O 


DISPLAY A SUBDATASHEET 


When viewing the 
information in a 
table, you may 
be able to display 
a subdatasheet 
to view and edit 
related data from 
another table. 



For example, when 
viewing a table 
containing customer 
information, you can 
display a subdatasheet 
to view the orders 
placed by a customer. 

You can display a 
subdatasheet only 
when a table is related 
to another table. 

For information on 
relationships, see 
page 128. 


DISPLAY A SUBDATASHEET 





Outdoor Sporting Go... 


• When information in 
a table relates to data 
in another table, a plus 
sign ( + ) appears 
beside each record. 




To display related data 
from the other table, click 
the plus sign ( + ) beside a 
record ( + changes to ). 



■ A subdatasheet appears, 
displaying the related data 
from the other table. You 
can review and edit the data. 
To edit data, see page 56. 


□ 


To once again hide 
the subdatasheet, click 
the minus sign ( - ) 
beside the record. 


i 
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CHECK SPELLING 
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12:00 PM 




J To spell check your 
entire table, click any 
cell in the table. 


Note: To spell check only part 
of your table, select the field, 
record or cell you want to check 
in the table. To select data in a 
table, see page 54. 

E Click to start the 
spell check. 


The Spelling dialog 
box appears if Access 
finds a misspelled word 
in your table. 

This area displays 
the misspelled word. 


This area displays 
suggestions for correcting 
the word. 


EWFi 


J&i. ■ fitII An 


You can find 
and correct 
all the spelling 
errors in a 
table. 


Year Published I Pages 


1 Spaceships in Orbit 

2 Escape from Reality 

3 Hugh’s Haunted Castle 

4 Still Waters Run Deep 

5 The Tourist 

6 The Cowboy Invasion 

7 My Clandestine Ways 

8 The Magical Lilac Tree 


1988 


360 


1990 


400 


1994 


315 


1996 




1989 




1993 


250 


1991 


325 


1987 


425 


CHECK SPELLING 


Access compares 
every word in your 
table to words in its 
dictionary. If a word 
in your table does 
not exist in the 
dictionary, Access 
considers the word 
misspelled. 
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Can Access automatically correct my 
typing mistakes? 



Will a spell check find all the errors in my 
table? 


Yes. Access automatically corrects 
common spelling errors as you type. 
Here are a few examples: 



No. A spell check will find only spelling 
errors. Access will not find correctly spelled 
words used in the wrong context, such as 
"blew" in a Product Color field. You should 
carefully review your table to find this type 



m 



□ Click the suggestion 
you want to use to correct 
the word. 


To skip the word and 
continue checking your 
table, click Ignore. 


Click Change to correct Note: To skip the word and all 
the word in your table. other occurrences of the word 

in your table, click Ignore All 



-m Correct or ignore 
misspelled words until 
this dialog box appears, 
telling you the spell 
check is complete. 


El Click OK to close 
the dialog box. 
























































































MOVE OR COPY DATA 


You can move or 
copy data to a new 
location in your 
table. 


Moving data allows 
you to rearrange data 
in your table. When 
you move data, the 
data disappears from 
its original location. 

Copying data allows 
you to repeat data in 
your table without 
having to retype the 
data. When you copy 
data, the data appears 
in both the original 
and new locations. 



MOVE OR COPY DATA 
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D To move or copy data 
in a cell, drag the mouse 


To copy the entire 
contents of one or more 
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Outdoor Sporting Go... 


E3 Click one of the 
following buttons. 


0 Click the location in 
the table where you want 


over the data until you 
highlight the data you 
want to move or copy. 


cells, select the cell(s) 
containing the data you 
want to copy. To select 
cells, see page 55. 


Move data 
Copy data 


to place the data. 

■ If you copied the entire 
contents of one or more 
cells, select the cell(s) 


where you want to place 
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the data. 
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Tip 

1 


Why does the Clipboard task pane 
appear when I move or copy data? 

When you move or copy data, the 
Clipboard task pane may appear. The 
Clipboard task pane displays the last 
items you have selected to move or 
copy. To place a clipboard item in your 
table, click the location where you want 
to place the item and then click the item 
in the task pane. 

Note: To close the Clipboard task 
pane, click [ * at the top of the 
task pane. 
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» 12:00 PM 


□ Click to place the 
data in the new location. 


■ The data appears 
in the new location. 



COPY DATA DOWN ONE CELL 

“D Click the cell directly 
below the data you want 
to copy. 


E3 Press and hold down 
the ctri key as you press 
the 1 (apostrophe) key. 

■ Access copies the data 
to the cell. 































































ADD A RECORD 
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You can add a 
new record to 
include additional 
information in 
your table. For 
example, you 
may want to add 
information about 
a new customer. 


Customers — 
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You can add a new 
record only to the 
end of your table. 

If you later want to 
change the order 
of the records in 
the table, you can 
sort the records. 

To sort records, 
see page 176. 


ADD A RECORD 
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Wayne Count... B Membership :. 


□ Click !► ♦ .! to add a 
new record to your table. 


0 Click the first empty 
cell in the row. 


w ' 




=«.^ onur 
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Wayne Count.. P Membership : 


Type the data that 
corresponds to the field and 
then press the Enter key 
to move to the next field. 


i 


Repeat step 3 until 
you finish entering all 
the data for the record. 

■ Access automatically 
saves each new record 
you add to the table. 
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DELETE A RECORD 



You can delete a 
record from a table 
to permanently 
remove information 
you no longer need. 
For example, you 
may want to remove 
information about 
a customer who no 
longer orders your 
products. 
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Deleting records 
saves storage space 
on your computer 
and keeps your 
database from 
becoming cluttered 
with unnecessary 
information. 

When you delete 
a record, you may 
also want to delete 
any related records 
in other tables. For 
example, if you delete 
a company from your 
supplier table, you 
may also want to 
delete the company's 
products from your 
products table. 


DELETE A RECORD 
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Wayne Count... 


El Position the mouse 
over the area to the left 
of the record you want to 
delete ( changes to ^ ) 
and then click to select 
the record. 




ik- 







D 

1 ftllNIft'T" 

L Mil riHTM 

\ E4-*MflC W* | TiUH 

fc -. 


Simon 

Evans 

ST.'OT 



Paul 

Fraser 

EMXm 

12 

1 

: Linda 

Harris 


4 


Frank 

Hill 



* ■ ■ | 


| Click to delete the 
record. 



The record disappears. 

A warning dialog box 
appears. 


Click Yes to permanently 
delete the record. 
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CHANGE THE FONT OF DATA 


You can change 
the font, style, 
size and color of 
data in a table 
to customize the 
appearance of 
the table. 

For example, you 
may want to use a 
smaller font size 
for your data to 
display more 
information on the 
screen at once. 
When you change 
the font of data, 
all the data in the 
table will display 
the change. 




CHANGE THE FONT OF DATA 


Click Format. 


Click Font. 


The Font dialog 
box appears. 




— 


JLjhbHl 









L Si 


i » . 




To select a new size 
for the data, click the 
size you want to use. 


To select a new font 
for the data, click the 
font you want to use. 


Q To select a new style 
for the data, click the 
style you want to use. 


L 0 To underline the 
data, click Underline 
( changes to ). 
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Tip 


What determines which fonts are available 
on my computer? 


The fonts available on your computer 
depend on the programs installed on your 
computer, the setup of your computer and 
the printer you are using. You can obtain 
additional fonts at stores that sell computer 
software and on the Internet. 



Tip 

% 


Why do some fonts display the f 
symbol in the Font dialog box? 

In the Font dialog box, the f symbol 
beside a font indicates an OpenType 
font. An OpenType font will print exactly 
as it appears on your screen. A font that 
does not display the t symbol in the 
Font dialog box may not print exactly as 
it appears on your screen. 



Font: 

f Csppejpkt* Bold 
0 Copperplate tkfthlt Llgti 
Courier 

Cl M&v# 

0 Ojfc Ml 

0 EidrtArdurc Stripe ITC 
0 EJepfwft_ 



rh l> i**- |nnt ^evp^ 

ii?. 


Q To select a new color 
for the data, click this 
area to display a list of 
the available colors. 

□ Click the color you 
want to use. 


This area displays a 
preview of how the data 
will appear in your table. 

1 □ Click OK to confirm 
your changes. 


The data in your table 
displays the changes. 
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You can temporarily 
hide a field in a 
table to reduce 
the amount of 
information 
displayed on 
your screen. 


When you hide a 
field, Access does 
not delete the field. 
You can redisplay 
the field at any time, 


HIDE A FIELD 


HIDE A FIELD 



E-VCP^Ji Plfrj t 

KM; 1 QtfE CD cm/ 
r .7vl?' T#Wm4iM> 

p Mf, gjpH |f ^ 

ihiij+htid "J vi.‘ 

si i fn^i j r ^ m 

SI fhgni l irt a «> k 

&1 i jftpiW % 

LJ'H' ■ 

c ■ ■ ffl.’I?' 


kV J 

ire 

|H? 

|uT. 

>T» 

MS 

L1-- 

IftE*? 

MW 

ibW 


► 


I Click the name of the 
field you want to hide. 
The field is highlighted. 


E3 Click Format. 

□ Click Hide Columns. 



Tribute Electronics 


Order Details: Table 


■flQd 


* ^ * 


► 


'■ 1 MMJ 

H^DvOPm*! 

I.VV cV 


HS"'*' Had ■■ u'T^-ii 

iaanjj 

biu'w*. . 

taa> 


Piia CHj 

as-rani j 

HiJEtiflJM 



ElHRH Ntti ft/ill■' 


SB JZ" Tllmuh 

i.^-w 


F'lil | 


£11 «' p-i.lii fctoiw ' 

III' 


Mfrr-p i Fleilnw 


STiMH.^HkAr. ; 

i mm 


y-#w. f>*:+ 

_ ^AuaojJ 

JhMVy£ 

jj»». 




tiijb^iTWflHA^ 

MW 


Pk4u Udj 

zhkhe y’ 


jmi" 


5fii»r* au Wjnt^ 

• ‘i'Tm:’ 

SI 1 nijr il EjfMra " 

IKS B ’ 


RlfflUft 1 Vrilfci F’- ftl* 

1 ?.'I 

flj? n*opu|fli 

|>?i 



iftiTWP, 

F.nn.^4i vui.fiiv 

M>> ■» 


E “#tJ? r;-|*|i Li+d'O - '? i 

_ ISMOl.i] 

' 4n-4r| _ 

KSfW ; 


U- -S - '■ is 

1 P/f n' 

i.i f i r. - 

■ -."i ' 




The field disappears 
from your table. 


68 






























































Edit 

Tables O 



• When would I hide a field? 

■P 

Hiding a field can help you review 
information of interest in a table by 
removing unnecessary data from your 
screen. For example, if you want to 
browse through only the names and 
telephone numbers of your customers, 
you can hide the fields that display 
other information in your table. 


Tip 


How can I hide multiple fields in my 
table? 


To hide more than one field at the same 
time, you must first select all the fields 
you want to hide. Position the mouse 
over the name of the first field you want 
to hide ( changes to ♦ ). Then drag the 
mouse 4- until you highlight all the fields 
you want to hide. To hide the selected 
fields, perform steps 2 and 3 on page 68. 






REDISPLAY A FIELD 

D Click Format. 


Q Click Unhide Columns. 

The Unhide Columns 
dialog box appears. 


This area displays a list 
of all the fields in the table. 

A check mark (v'' ) appears 
beside each field that is 
currently displayed. 

B Click the box (!~~) beside 
the hidden field you want to 
redisplay C changestov). 


□ 


Click Close to close 
the Unhide Columns 
dialog box. 

The field reappears 
in your table. 


































































































You can freeze 
a field in a table 
so the field will 
remain on your 
screen at all 
times. 



1 Order ID K 

Company Name 



Pet Suoerstore 

Vitamins__ 

12 


_2 

Petterson Inc. 

Bulk Dry Food 

15 

$18.00] 

3 

Martin Vet Supplies 

Diet Dog Food 

30 

$io.oo i 

4 

Greg’s Pet Store 

5-Variety Biscuits 

50 

$3.50 

5 

Pet Superstore 

Canned Dog Food 

24 

$3.00 i 

6 

Feline Foods Inc. 

Dry Cat Food 

40 

$4.00, 

7 

Weasels R Us 

Ferret Pellets 

_30 

$6.50 ] 

8 

Purrrfect Portions 

Dry Cat Food 

24 

$4.00 

_9 

Doggone Yummy Inc.i 

Steak-flavored Bones 

40 

$1.25 

1° 

Jim’s Pets 

Hamster Treats 

30 

$5.00] 

11 

Allen’s Dog Kennel 

Puppy Kibble 

20 

$8.50 

12 

B&T Food Suppliers 

Gerbil Mix 

35 

$4.50] 

13 

Pet Superstore 

Parrot Food 

25 

$17.00j 

14 

Kitty-Mart 

Dj^C.rtFooc^ 

35 

$4.00] 

-4- 6 J 

Canine Nutrition Inc. 

Rawhide Chew Sticks 

15 

$2.00. 





FREEZE A FIELD 


pI U 





; 

- 1 - —American OutHnnrs 

IS F>^ rq Jftr 


—r= Camping Depot 

i30C » &i 


iSf—Camping USA 

Si 

ij#- .. - **• 

Hiker's Heaven 

H 

jm»^L|WP* Vi 

‘ Outer World 


w- 

Portage Point 

m st 

BjiiuH |Hf 

Reel Fishing 


frrtfiEn 4. 

Rod 'n' Reel 

eft Lilt?Oil 

“init'ii Cf 

1.^777™* : Sports Superstore 

->**■ pi 


Total Sports 


NT 

ultimate Outdoors 

Jfi vvArpr P i 

bm-VMJU N' 





► 



Customers: Table 


O Click the name of the 
field you want to freeze. 
The field is highlighted. 


Note: To freeze more than one 
field at the same time, select 
the fields you want to freeze. 
To select multiple fields, see 
page 54. 


I ' J. J A T A " 



JLS Hun&tf | 

► 

1 


J 








|H 


’ 




[_ 


m 


it 

f + 

_Qj 




11 !■ 1 mAf* ' 


B Twkif Am 

|f M-pnipJjj Or 

} W 

LJilff Nock 

Fi ¥ "i - 

■rf 

Afl 

k-/, 

Ijtfr- .himi 


f' *■* 


"Nt 

- I****"*"' 


?|— fi Mi 

r -*1 ip:hi 

M 



Dfjv 

Vt ’ 

..■Vhw.w y ■ lU 

Lntai’ EtsY 

3 1 1- , - 
/ra*irti 
hjiik- : 

uv 

t 

jCf 

J 

Sports Superstore 

3M Or 

[Whfc 

NT 

Total Sports 



"mt 

Ultimate Outdoors 

* 






I 


^ Outdoor Sporting... 


Click Format. 

B Click Freeze Columns. 


Note: If Freeze Columns 
does not appear on the menu, 
position the mouse l- over 
the bottom of the menu to 
display the menu option. 
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Tip 


When would I freeze a field? 

Freezing a field allows you to keep 
important data displayed on your 
screen as you move through data 
in a large table. For example, you 
can freeze a field that contains 
the product numbers in a table so 
the numbers will remain on your 
screen while you scroll through 
the product information. 





Q Click any cell in the 
table to deselect the field. 

■ Access moves the 
field to the left side of the 
table. The black vertical 
line to the right of the field 
indicates that the field is 
frozen. 


■ The frozen field will 
remain on your screen 
as you move through the 
other fields in the table. 

To move through the 
other fields in the table, 
click or 


UNFREEZE ALL FIELDS _ 

D Click Format. 

^-0 Click Unfreeze All 
Columns. 

Note: If Unfreeze All Columns does 
not appear on the menu, position 
the mouse l - over the bottom of the 
menu to display the menu option. 


When you unfreeze 
a field, Access will not 
return the field to its 
original location in the 
table. To rearrange 
fields in a table, see 
page 45. 
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